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Issue (Page) 
Book Reviews in Italics 


CERTIFIED PROFESSIONAL 

SECRETARY 

EXAMINATION (see In Basket) 

Errors Encountered in Grading Part V, 
1977 CPS Examination, Dr. Lillian 
H. Chaney, 10 (22) 


CONVENTION, NSA (see Seminars) 


Convention Headquarters, 1977 Detroit 
Plaza Hotel, 4 (26) 

Detroit Preview Walking Tour of De- 
troit, 2 (15) 

Fun Day, 5 (33-34) 

Housing Request Reservation, 4 (33) 

On The Road To Detroit ’77, 1 (38) 

Proposed Agenda Detroit, 5 (26) 

Registration Form °77, 5 (31) 

Spirit of Detroit, 3 (20), 6/7 (26) 

Totems in Vancouver, 12 (18) 

Vancouver, Splendor Undiminshed, 11 
(20) 

Welcome to the Detroit Plaza, 6/7 (24) 


ECONOMICS & FINANCE 

Analyzing Financial Statements, Ed- 
ward G. Thomas, 2 (6) 

Economics For Today, Patricia J. 
Shontz, Ph.D., 8/9 (14) 

Mini-Quiz, Financial Analysis and The 
Mathematics of Business, Dr. Robert 
S. Kline, 1 (36) 

Money Sense, Planning For Your Retire- 
ment, Robert J. Nurock, 8/9 (20) 


FUTURE SECRETARIES 

ASSOCIATION 

Future Secretaries at Work at Chamber 
of Commerce, 12 (12) 


HUMAN RELATIONS 

Dealing Effectively with Criticism, 10 
(6) 

Secretary on the Spot: Confidential 
records, 5 (40); Crisis creator, 3 (41); 
Don Juan, 8/9 (40); Her future, 1 (32); 
Maintaining maturity 2 (32); Per- 
petual ‘“‘late-comer’’, 11 (34); Pest, 4 
(36); Petty tyrant, 6/7 (35); Upward 
mobility, 12 (32) 


IN BASKET EXERCISE 

Part V, 1977 CPS Examination, 10 (16); 
Miramar Hotels, 3 (24); Loretta Jean 
Taylor, CPS, 2 (20) 


INSTITUTE FOR CERTIFYING 

SECRETARIES (see Seminars) 

CPS Luncheon—Detroit, 4 (32) 
Institute for Certifying Secretaries, 8/ 
9 (44) 


INTERNATIONAL PROGRAM OF 

THE YEAR 

Conserving and Using Our Open Spaces, 
1 (16) 

Energy and Natural Resources, Robert 
E. Nipp, 1 (26) 


International Program of the Year, Nat- 
ural Resources, 1 (6) 
Local Is Where It’s At; But Where Is 
Where?, Robert B. Ruthman, Confes- 
sions of an Amateur Ecologist, 1 (29) 
Natural Resources and Conservation, 
R.M. Davis, 1 (27) 


INTERNATIONAL SECRETARY 

OF THE YEAR 

A Year that will be remembered .. ., 
Thelma M. Zellner, CPS, 6/7 (28) 

International Secretary of the Year— 
1977, Marjorie W. Dull, CPS, 8/9 
(30) 


LETTERS TO THE EDITOR 
Postmarked: 10 (30); 12 (34) 


MISCELLANEOUS 


Air Traveler’s—Fly Rights, 3 (12), 4 
(30) 

Dress For Success, John T. Molloy, 12 
(9) 

By The Rule—Robert’s Rule, Dr. Wil- 
liam S. Tacey, 11 (26) 

Help I have Hired and Fired, Michael 
Gross, 9 (19) 

Her Honor the Judge—secretary to the 
bench, Gloria Arrington, 11 (22) 
Mini-Quiz, Rita W. Weschlér, M.Ed., 

Jean A. Hull, CPS, 4 (40) 
Super Hair . . . Super Easy, Hugh Harri- 
son, 9 (38) 





3 
e 
i 
38 
1 
g 


The Poweer Within You, Detroit Con- 
vention Keynote address, Jack Yianit- 
sas, 9 (28) 

Write-On Calligraphy, Leslie Ann Mo- 
gul, Hunt Mfg. Co., 11 (34) 

Y W CAA, Ida Snyder, Elizabeth Steel 
Genne, 4 (6) 


NATIONAL SECRETARIES 

ASSOCIATION HOME 

TRUST FUND 

NSA Home Trust Fund Benefit-Detroit, 
4 (32) 

Project Happiness at Vista Grande, Fran 
Riley, 12 (20) 

Vista Grande Es Verde, Fran Riley, 9 
(30) 


THE NATIONAL SECRETARIES 
ASSOCIATION 
(INTERNATIONAL), (See 
convention) 

Association Headlines: 1 (37), 2 (30), 3 
(37), 4 (41), 5 (46), 7 (38), 9 (45), 9 
(34), 10 (37), 12 (35) 

At 35—The National Secretary—YOUR 
MAGAZINE, 5 (4) 

Candidates, Int’! Board of Directors 
& Trustee Candidates, NSA Home 
Trust Fund, 5 (36) 

Hours of Learning/Years of Achieve- 
ment, Connie McCauley, 8/9 (32) 

NSA Catalog, 6/7 (41) 

NSA has excellent credentials, 5 (45) 

State of the Association—1977, Lillian 
E. Billmeier, CPS, 8/9 (22) 

The Way We Are, Lillian E. Billmeier, 
CPS, 6/7 (6) 


NATURAL RESOURCES (See 
International Program of the Year) 


NSA RESEARCH & 

EDUCATIONAL FOUNDATION 

NSA Research & Educational Founda- 
tion Benefit LUncheon-Detroit, 4 
(32) 

New Life of Secretarial Pursuit Begins at 
40 for FSA Scholarship Winner, 8/9 
(31) 


NSA RETIREMENT CENTER (See 
National Secretaries Association Home 
Trust Fund) 


OFFICE PRODUCTS/SERVICES 

The Secretary Mart: 1 (34), 2 (28), 3 
(34), 4 (38), 5 (43), 8/9 (34), 10 (32), 
11 (32), 12 (32) 


SCHOLARSHIP (See NSA Research & 
Educational Foundation) 


SECRETARIAL PROCEDURES/ 

SKILLS 

Are You Listening?, Elizabeth Walls, 
Ed.D., CPS, 8/9 (18B) 

Mini Quiz—Office Procedures, Dr. 
Robert S. Kline, 11 (35) 

Successful Transcription Techniques, Jo 
Ann Hennington, Ph.D., 12 (6) 

Tactful Telephoning, Robert H. Jansen, 
10 (12) 


SECRETARIAL PROFESSION 

Assertiveness and Team management, 
Alma Baron, Ph.D., 11 (14) 

Brain Strain, Robert Witte, Ph.D., 3 (8) 

Give Me Someone I Can Depend On, 
Marilyn Jensen, 10 (14) 

Only A Secretary, Loral Dean, 5 (12) 

Results of Secretarial Salary Survey, The 
CPS Rating Does Pay, Rita Huff, 
Ed.D., CPS, CPA, 5 (22) 

Secretarial Work Analysis Survey Re- 
sults—How Secretaries spend their 
time, Fran Riley, 8/9 (6) 

Secretaries: Women Working, John 
Warman, 6/7 (18) 

Stay On Top of Tomorrow—You, Your 
Profession, Your Employer, Ange- 
line Krout, CPS, 12 (16) 

The Male Secretary, Ralph A. Dowling, 
CPS, 4 (8) 

The Office Revolt of the ‘‘Stepford 
Wives’’, Laurel B. Giblin & Edward 
J. Giblin, 6/7 (20) 

The Secretary/Boss Team How can you 
carry the ball?, Patricia J. Marcum, 
Ph.D., 5 (18) 

Training for Secretaries, William I. Gor- 
den and John R. Miller, 10 (10) 
You Can Influence Your Career 
Progress, George C. Thornton, III, 

Ph.D., 12 (14) 

What is a Professional Secretary?, Re- 
marks by Rita Huff, Ed.D., CPS, 
CPA, 8/9 (8) 


Who knows what a Secretary Does?, 
Ronald L. Scott, 11 (28) 


SECRETARIES 
Secretaries Win Snapshot Competition, 
10 (28) 


SECRETARIES WEEK 

Secretaries Week: 1977, Lillian E. Bill- 
meier, CPS, 4 (6); The Way it was in 
76, 4 (20) 


SEMINARS 

CPS 1977 Seminar Program, 2 (25) 

Educational Seminars at NSA Con- 
vention, 8/9 (34) 

In The Eye-NSA Convention Edu- 
cational Seminars, 4 (35), 5 (32) 
1977 Convention Seminar Program, 3 

(35) 
1978 CPS Seminar Caribbean Cruise, 6/ 
7 (37) 


TIME MANAGEMENT 

Making Time—A Secretary’s log, 
JoAnn di-Lorenzo, Sarah Peelle Al- 
len, 11 (6) 


VISTA GRANDE (See National 
Secretaries Association Home Trust 
Fund) 


VOCABULARY 

Put SEXism Out of Business, Ann Rob- 
erts, 4 (12) 

Word Watching, Sarah Montoya, CPA: 
Cheers and Jeers, 3 (10); Encore, 1 
(31); Fad, Fashion, Style, 10 (24); 
Legal ease vs. legalese, 11 (24); More 
Hard Questions, 5 (16); More Mal- 
apropisms, 2 (10); Odds and ends, 8/9 
(36); Reference reading, 12 (24); Re- 
joinders, 4 (18); Words, words, 
words, 6/7 (32) 


WORD PROCESSING 

In the Beginning Was The Word ... 
THE TYPEWRITER, Elizabeth M. 
Ferrarini, 6/7 (10) 

NSA’S Position on Word Processing, 6/ 
7 (7) 





